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eMARS Reporting Getting Started

1—Orientation

eMARS Reporting now resides within Enterprise Business Intelligence (EBI) along with other agency
applications. Users may access eMARS Reporting through a link in eMARS. However, it will require a
separate password as single sign-on is not available.

Most users are set up as Basic users meaning they have security to view and run reports in the agency
and statewide folders. Agencies were asked to identify individuals who would be designated Report
Developers. These users have access to create and edit reports on behalf of the agency. This
document will cover general instructions for the Basic user.

Learning Objectives

At the conclusion of this session, you will be able to:

Log into eMARS Reporting

Locate eMARS Reports

Run eMARS Report

Understand Password Requirement and Change your User Password

O
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eMARS Reporting Getting Started

eMARS Reporting Log In

A link to eMARS Reporting (EBI) will be made available from within the eMARS application, but it will
require a separate password. Initial passwords were communicated to users upon go-live.

CGl Advantage

SAP BusinessObjects
Bl launch pad

Welcome, Barbara Aldridge

eMARS Production
Enter your user information, and click "Log On".

& Message Center If you are unsure of your account information, contact your system

administrator.

H Search
Page Search
User Name: |pzvooos
Document Catalog Password: esssssessss -
Authentication: Enterprise V|

History

= Favorites

. Log On
(]

= Administration

Basic Users and Report Developers who are SAP BusinessObjects

logging in for the first time will be prompted to Bl launch pad

change their password. The password can be set

to matCh your eMARS password' However’ ?;?;;?L;Zsrcggnr:ﬁ:i!st‘ggrﬂ::?:;gﬂeg?‘;.emporary password that must
please remember that these two passwords are be changed, or your password has expired. You must change the
separate and if one changes, the other will NOT. Ty b yout ccoun vl be locked. onlyyour

User Name: |PZV0008
Old Password: (ssssssssnss
Mew Password: (sssssssssss

Confirm New Password sesssssssss) -

—>
m Help
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Please use the following criteria when setting your eMARS Reporting (EBI) password:

Be eight (8) or more characters
Contain uppercase letter(s)
Contain lowercase letter(s)
Contain a number

Contain a special character

Your eMARS Reporting password will expire every 30 days.

Locating Reports

Once logged into eMARS Reporting, the application will look a little different. No need to be alarmed.
A few “clicks of the mouse” and you will see your reports.

AL Welcome: PZV0008 |  Applications ¥ Preferences  Help menu ¥ Log off
(.
‘ Hom! (Documems]

T * My Recently Viewed Documents ~ 0 unread messages in My Inbox = My Applications

2220 - Exp Analysis Function-Object
No unread messages
Fixed Assets - Generated Shells by Document Depa... v
Fixed Assets - Equipment (CAFR)
Fixed Assets - Equipment ($500 and Over)
Fixed Assets - All Types (CAFR)

Select the Documents
Tab

Fixed Assets - All Types - Disposed
Fixed Assets - All Types

2303 Outstanding Pre-Encumbrance
2302 Outstanding Encumbrance
2550-CP Monthly Cash Detail

L PR TR 7R, 7R, TR, TE. 7R FL TA.

See more...

+* My Recently Run Documents + 0 Unread Alerts

Mo recently run documents Mo unread alerts

See more...
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The Documents Tab opens. The Favorites folder is located here. There will not be anything in this
folder as Favorites were not migrated as part of the upgrade. Basic Users are able to save “shortcuts”
to reports in this folder. This will be discussed later.

To locate your reports, click on Folders.

Welcome: PZVO008 | Applications ¥ Preferences  Help menu v Log off
(-]
[ Home] Documents

View ~ New - Organize Send More Actions Details = 4 4|1
My Documents Title « Type Last Run Instances
iy

- X Tnbox
]

~WeblIntelligence Folder

My Alerts
S| Subscribed Alerts

B2 personal Categories

Click Folders

Expand the Public Folders to reach the eMARS Financial folder where the Agency Reports and
Statewide Reports are located.

B —
ome: oCcumen N ]

View = New Or-[ Home] Documents
[ Hcme] Documents
My Documents View ~ MNew Organize Send
TFOFFie_FS T e— View = New - Organize - Send More Actions ~
- Public Folders [ IS My Documents
%% Public Folders e

: N =

i Auditing Public Folders

+] Auditing

eMARS Financial

eMARS Finandial

i

FAS
eMARS Agency Reports

-

LCM
= Statewide Reports

[

Redeveloped Agency Reports

i,  —

FAS

LCM

Redeveloped Agency Reports

O
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eMARS Reporting Getting Started

Locate the report you wish to run either within the Agency Reports folder or the Statewide Reports folder. Double

click on the report and it will open.

SAP4

[ Home | Documents

Welcome: PZV0008 | Applications ¥

View -~ Mew ~ Organize = Send = More Actions ~ | Details

[*) Faderal Grant Reports
[ Fixed Assets Reports
i | Management Budget Reparts
?I | Manthly Reports
| Allotment Reports
(= cash Reports

[=) Encumbrance Report=

1 Expenditure Reports

My Documents Title « Type
s 8 2210 oxp anays on 0
T 2210 - Exp Analysis Fund Type-Function-Object Web Intelligence
! A ¥ | 2220 - Exp Analysis Function-Object Web Intelligence
™ [£3 emars Agency Reports Sl - -
él 2230 - Exp Analysis Fund Type - Unit eb Intelligence
[ statewide Reports .
| 2240 - Exp Analysis Unit Double Click eb Intelligence
[
i Chart of Accounts Reports | 2260 - Exp Analysis Fund Type - Function T eb Intelligence
* .
* [ Daily Reports » | 2262 - Exp Analysis Funct Type Web Intelligence
I Disbursement Reports W | 2270 IT Expenditure by Cabinet-Dept-Obj Code Web Intelligence
[ epay Reparts

Most reports will require prompt to run. Enter the necessary prompts and Select Run.

[

[ Horme l Documents I 2210 - Exp Analysis F... .*

=| (7! Advanced

1. Enter Fiscal Year:

webInteligence - | [ == B - | S - 48 | 50 & -

ﬂ 2015 Report ID: 2210
— |2 Enter Accounting Period: Run Date: 3/26/15
() 120 FY: H#ERRO
3. Enter Department: AP: SERRO
758 %
Cahingt-
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Saving a Shortcut

Basic users are not able to copy reports to their Favorites Folder as they have been used to in the past.
However, for those reports that are used frequently, the Basic user can save a Shortcut to their
Favorites Folder.

To save a Shortcut, simply Right mouse click on the report; select Organize/Create Shortcut in My
Favorites.

Title ~ Type
B 2210 - Exp AnalysisEund i Ta? Web Intelligence
| 2220 - Exp Analysic  VIEW Web Intelligence
2230 - Exp Analysic Properties Web Intelligence
2240 - Exp Analysic  Moedify Web Intelligence
2260 - Exp Analysis TEizilE : Web Intelligence

Maobile Properties

2262 - Exp Analysic Web Intelligence

LN T W

History
2270 IT Expenditur 3 Web Intelligence
Categories
Document Link
New >
Organize | Create Shortcut in My Favorites
Send > Cut
Coj
Details 4
Copy Shortcut
Delete

When you navigate back to your Favorites Folder, you should see the report there. Remember the
Favorites Folder is located within the My Documents section of the Documents Tab.

. Welcome: PZVO008
. -
I Home l Documents

View = New = Organize Send More Actions Details

My Documents h Title « Type

7 ~WebIntelligence Folder
1 . - -
: ~WeblIntelligence Shortcut to 2210 - Exp Analysis Fund Type-Function-Object : Shortcut

i £ Inbox

i .—'2.-0 My Alarts

9 Subscribed Alerts

=] Personal Categories

(]
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Chanqging Your Password

As mentioned previously, eMARS Reporting requires a separate password from eMARS Financial.
Users may choose to make these two passwords the same. However, if one password changes due to
expiration or reset, the other will not. To keep the passwords in sync, it may be necessary to change
the eMARS Reporting password. This can be done under User Preferences.

To change the eMARS Reporting Password, Select Preferences from the Main menu at the top of the
screen.

Welcome: PZVD00B | Appli

Once the Preferences window opens, select Change Enterprise Password from the Secondary
Navigation panel.

Change Enterprise Password
Change Your Enterprise Password
User Name: |PZV0008
Old Password: ssssssssses

Mew Password: esesssessse

Confirm New Password: (essssssssss -

— ——
| Saveﬂ'w:iancel |
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